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This is the flowchart that compares the new DocuSign process vs. the 
current paper process
- New process takes approximately 3 days / a week to be completed from EFF to Payroll 
- As you can see there is significant time savings with this new process
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What you will see when filling out the 

new hire packet with

Power Form Signer Information: 
- This will be the first page the EFF will see after clicking on the link
- Once you complete this page, it will start the hire packet and save your information
- If at any time you need to stop, you can finish the packet later with a link sent to the 

email provided 

Access Code: 
- Contact your land office for the code
- The new hire will get this code from the land office or fire department chief 

Adopt Your Signature: 
- When you sign the first page you will have the option to set up your signature style for 
the document 
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Location Dropdown 

Options

Cover Page: 
- The EFF Name will auto-fill 
- The location drop down is the most important part of the whole document. When 

you select a land office / unit from this list the packet will be routed to that office 
after completion

EFF Employment Form: 
- Once you complete this page the personal information will auto fill into the rest of the 
hire packet 
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W4: 
- All personal information will be auto-filled 
- Please be cautious when filling out this form as the IRS has made changes on the 

dependent options 

Decedents Warrant: 
- All personal information will be auto-filled 
- The Decedent warrant is the designation of beneficiary if something should happen 

to the EFF
- ¢ƘŜ ǊŜǉǳƛǊŜŘ ƛƴŦƻǊƳŀǘƛƻƴ ƛǎ ǿƘƻ ǿƛƭƭ ǊŜŎŜƛǾŜ ǘƘŜ 9CCΩǎ ƭŀǎǘ ǇŀȅŎƘŜŎƪ 
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I-9 Pages: 
- All personal information will be auto-filled 
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